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GEORGIA DEPAR+ME-NT 6F-HU.P-A;\N F;ESOUR(;E-S-
APPLICATION FOR RECORDS RETENTION SCHEDULE OFPICE OF ADMINISTRATIVE SERVICES

.RECORDS MANAGEMENTUNIT
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For instructions on completing this form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia
30334. Phone - (404) 656-4976 GIST: 221-4983

DHR 1. GEORGIA DEPARTMENT OF HUMAN RESOURCES | ARCHIVESANDHISTORY
Application Dats : Office of the Commissioner Apptication Number o
May 16, 1983 Office of Audits -~ Con_trc’il Unit < GMHI 8 3 _— 5 3 O ]
——-App'l‘iwm’tbﬁ",ﬁ;éf ————— 1256 Briarcliff Road, N.E./Room 312-§S Pate Received Data Corapleted
DHR 83-11 Atlanta, Georgia 30306 MAY 17 1983‘ J_'!UN 7 1983“
T e toGonaet T ke T T T T e ey
Ann B. Johnson Director, Control Section 894-3904
3. Action Riequéstedhi o - T
a. Establish Retention Schedule; record will continue to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated.
¢. CJAmend Application No. . Check One: [ change; [0 Supercede; [ Void
4. Dates of Serias 6. Records Series Title {followed by titls used in office; if different) T 1
Earliest Latest

1980 | continuing ~Audits Performed by Internal Staff Files

6. Division and Office F!.mctlon' ~ What is th ‘ ,

. , - !
The Office of Audits has the res'ponsibility ‘to determine whether all funds due the De-
partment are properly accounted for and are expended according to the requirements of
the law and policies, procedures, and regulations applicable thereto. Also, to help
Management improve the efficiency, economy, and effectiveness of operations by identi-
fying where improvements are needed. ‘

1

7. Records Series D_escrlption This file contains the following doca._'qmentt (includ;qf;}aﬁ numbers and titkes, if any): Attach samples of the file.

Documents relating to: auditing, by Office of Audits staff, t6 determine accuracy of funds
collected and expended for respective DHR programs in Georgia counties State-wide.

included are: Preliminary Reports showing authorization for audit, reason for audit, and
responsibility of county officials in carrying out' the requirements of the examina-
tion of accounts; Audit Reports which includes Statement of Financial Position,
the Related Comparative Statement of Revenues and Expenditures to the Budget, and
Analysis of Fund Balances for each twelvemonth period; Notes to Financial Statements
with a Summary of Significant Accounting Principles; and related correspondence.

Fileis arranged: numerically by control number assigned byk Office of Audits. ) \
R e -’=“-\',.‘f', . . R \ e . _.\: .
8. Mo;;lthlv Reférr—e;luca Rate’ "~ T " How often are records réferred to which are: o
One to six monthsold __ 9811y . geven to twelve monthscid 48311Y ;  Thirteen to twenty-four months oid weekly ;
+ twenty-five months and older _monthly ; ’ : -
9. Annual Rate of Accumulation or Records
';;La:tter-sllze drawers 2 ]1/_2_- e téal-sifﬁ drawers . --V_A.._’__' , Shalves .. : Other fSpecify) -
T T T T T TR TR T T e e
Fosrm 4998 {7-78) b . . (Qver}




Attach copy or excerpt of laws or regulations. Explain administrative néed.,

12, Approved Disposition Instructibns  This agency reommends that the file series be cut off at the end of dhch:

) . Ocalendar Year; G Fiscal Year; [JOther - the
3 Hoid in the current files area . .__month(s) _3_ —.— . yoaris); then
[ Transfer to local holding area; hold — ___ yearls); then
& Transfer to State Records Center; hoid yeer(s); then

58 Destroy
T Transfer to State Archives for permanent retention.
O Other fSpecify)

Thess instructions apply to all prior and future sccumulations of the serles.
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YES | NO 10. QUGSUO!‘"‘IBWB (Place an “X" in the praper column) _ - b . - - =
8. Is this the offlcial copy of the serigs?
if not, where Is it?
X — - S i
b. Does the series contain confidential mformatlon roqulrmg security handling? If yes, cite law or regulation. -
X
:ix_ : __c_ Is thlsé vital record? ———: ) -
X d Does this series have historical or long term researm value? v
e. When one or two documants in the file make it necessary to keep the entire fu!e fora Iong period, could thesa documents
X be scheduled separately?
X f. Isthe inf_grﬂ-ftnon contained in this series ever pubhshed? }f f ves, attach oopv L .
g. Is the information contained in this series ever analyzed and/or recordad in & summarizad report?
X If yes, attach copy. _
h. Is there a duplication of this series in your office, or in ancther office or agency? ) ’
X If yes, where?
x I. s this series for a major portion of rt} t) regulerty microfllmed?
x| j_. Does the raoord sanes result m 1 a computer prmtout?
11. Retention Requirements The following requires the serles to be kapt:
&, State Law N s ' d. Audit period S —" "y
b. Stwatute of limitation e ______ ye@T3, * a8, Administrative need o years,
c. Federal law —_— ___ years. f. Federal retention instructions years.
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Agency H IDasignee fs;gnature} Date Records Management Officer (Signature}

Elizdbeth W. Crank CRM - RMA
Stata Records Committég {Signature)
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Recomrnandatmm in paragraph ‘ . '
12 are approved. State Auditor/Designes ﬂM’.{ é"" £- rg

(If disapproved, attech letter - r = = e - .
of explanation.} : cretary of State/Designes @MM ‘ ,ﬁ

Attorney General/Deslgnes _ ' :
Form 4998 (7.78) {Riverse Side) ? ! '5 3




